
GRAPHICS SPECIALIST 
 

GRADE: 16        FLSA: NON-EXEMPT 
 

CHARACTERISTICS OF CLASS: 
 
The Graphics Specialist performs intermediate technical work in designing, typesetting 
and layout, using an electronic publishing system in the preparation of camera ready 
artwork.  The work requires a reactive approach responding to the needs of various City 
departments.  The position also requires light physical work lifting printing and 
photographic chemicals, and the working conditions are somewhat disagreeable from 
fumes, noise and the stress of meeting deadlines.  The incumbent's work is directed 
with set practices and procedures and general supervisory review.  The work has direct 
impact on the City and on the specific requesting Departments. 
 
EXPECTATIONS OF ALL CITY EMPLOYEES: 
 

• Learn and demonstrate an understanding of City, department, division and team 
goals. 

• Serve and meet the needs of customers during routine or emergency situations. 
• Ability and willingness to work as part of a team, to demonstrate team skills and 

to perform a fair share of team responsibilities. 
• Ability to assess his/her work performance or the work performance of the team. 
• Plan and organize his/her work, time and resources, and if applicable that of 

subordinates. 
• Contribute to the development of others and/or the working unit or overall 

organization. 
• Produce desired work outcomes including quality, quantity and timeliness. 
• Communicate effectively with peers, supervisors, subordinates and people to 

whom service is provided. 
• Understand and value differences in employees and value input from others. 
• Consistently report to work and work assignments prepared and on schedule. 
• Consistently display a positive behavior with regard to work, willingly accept 

constructive criticism and be respectful of others. 
 
EXAMPLES OF DUTIES: 
 

• Designs and prepares camera ready artwork using an electronic publishing 
system for reproduction of 2-5 color brochures, newsletters, forms, maps, charts, 
graphs, t-shirts and a variety of other publications and visual aides. 

• Designs and prepares entire exhibits and display materials. 
• Operates desk top publishing system to produce camera ready copy and artwork 

for various materials. 
• Installs computer software, upgrades and manufacturer-recommended software 

modifications. 
• Converts PC files from other City departments to be used in the MacIntosh 



environment. 
• Troubleshoots and resolves specialized computer system problems. 
• Works with Public Information Office and other City staff to plan informational 

materials. 
• Responds to requests from other departments for information and assistance 

concerning graphics; in the absence of Graphics Supervisor, responds to 
inquiries from vendors. 

• Assists with copiers and other machinery under graphics care. 
• Completes layout, typesetting, design, and paste-up for the quarterly Recreation 

Guide and City newsletter. 
• Uses creativity in producing quality materials within the limits of the budget. 
• Operates process camera to make line shot negatives and halftones of artwork. 
• Assures quality control. 
• Makes contact prints and enlargements of 35 mm negatives; develops paper 

photographic prints. 
• Performs related work as assigned. 

 
QUALIFICATIONS: 
 
Required Training and Experience: 
 
Any combination of training and experience substantially equivalent to a Bachelor of 
Arts degree in graphic arts, art design, or related field and at least two years experience 
in graphic arts.  Strong working knowledge of Macintosh electronic publishing systems 
including Photoshop, Freehand and PageMaker software is required. 
 
Preferred Knowledge, Skills and Abilities: 
 

• In-depth knowledge of the principles and practices of design and layout of 
graphic materials. 

• Knowledge of the mediums, materials, and processes available for use in 
graphic design work. 

• Knowledge of the various art reproduction processes. 
• Knowledge of electronic publishing system and software; wordprocessing, 

graphics, paint and draw programs. 
• Knowledge of the printing process. 
• Ability to import texts and graphics to create a finished product. 
• Ability to prepare original artwork in a timely and cost-effective manner. 
• Ability to use and maintain photo reproduction equipment and typesetter. 
• Ability to keep cost reports and other records. 
• Ability to work independently or as a part of a team to design and execute 

projects. 
• Ability to typeset accurately and quickly and to produce accurate paste-ups and 

color separations. 
 


